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When reconciling leave balances, this process will enable
you to print a report that includes Absences keyed in
AASIS; Attendances keyed in AASIS, and provides you
with the leave balances for this person.

Enter Personnel Number, Click All, and Click Time
Management Pool.

Employees who have transferred out may no longer be

accessible to DFA once picked up by the new agency.
Call DFA HR for assistance.
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00000054 Gale Hanshe
00000055 Gail Hadley

o Hide 14 4 » Pl

-
-

T

-

Selection

Personnel Mumber
Work schedule rule
Time administrator
Administrator group

Click Timq Documents

Balances

a4 Error hanfling

& Time d¥uments

EH  Multiple entry

03 Calendarview

B Time statement
g Cumulate balances

8ay,  Time accounts

A2 Guota overdew

AASIS Support Center, Diane Hill

02/16/04, Revised to V4

When you click on Time Documents you will see the
Period box where you will be able to enter a date range
according to your specifications.

The dates in the Period box should always be the
beginning of a month and the end of a month respectively.
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& | & 144 4 p » bl| B || Timeevent | Absence | Attendance | | Absence guota || Aftendance guota

Document wiew lz‘
]
Ferson ooEa1242 PATRICIA M CUSTER hdministrator Amber Justice
Period o01/01/2004 - 12/31/2004
fbsences B
Days W(Time Hours bhsence type
B1/017/2004 [0 08-68: 00 8.00 [Holiday Leave
B1/09/2004 B5:00-08:00 3.00 |Sick ! I1lness
a1#14/ 2004 A0:00-08:00 8.00 |Sick ! ITlness
o1/19/2004 Q0o 0o-08: 08 8.00 |Holiday Leave
B1f20/2004 B4:30-08:00 3.80 |Sick / I1lness
B1422/2004 H6:00-08: 00 2.00 |Sick ! ITlness
02/04/2004 O6:00-08: 08 2.80 |S5ick f I1lness
B2/06/ 2004 60 08-65; 00 5.00 |Sick / I1lness
0270672004 05:00-08:00 3.00 | Annual Leave
2411/ 2004 H0:00-08: 00 8.00 |Sick ! ITlness
n2/M16/ 2004 0o 0o-08: 08 8.00 |Holiday Leave
O2/20/2004 O7:30-08: 00 0.50 | Annual Leave
0272312004 Q0 :60-61: 60 1.06 | Annual Leave
[2/24/ 2004 H0:00-08: 00 8.00 |Sick ! ITlness
03/o4/2004 07 00-08: 08 1.680 |Sick ¢ I1lness
0370972004 Q0:60-61:30 1.50 | Annual Leave
B3/09/2004 A1:30-08:00 6.50 |Sick / I1lness
O3/ 2004 ao:o0-01:30 1.50 | &nnual Leave
0341272004 05:30-08:00 2.80 | Annual Leave
0371572004 00:60-68: 00 8.00 |Annual Leave
O3/16/ 2004 [0:60-68: 60 8.00 | Annual Leave
034172004 0B 00-08: 00 8.008 |Annual Leave
03/18/2004 00:00-08: 00 8.00 |Annual Leave
0371972004 00:60-608: 00 8.00 | Annual Leave
B4/02/ 2004 A0:00-08: 00 8.00 |Sick ! ITlness
04/09/2004 06:30-08:00 1.508 | Annual Leave
64715/ 2004 [0 08-03: 00 3.00 |Sick / I1lness
o4/19/2004 05:00-08: 00 3.00 | Annual Leave =
[~]
d7

This is an example of what you will see and the format
used.

Absences are listed first.
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& | & 144 4 p » bl| B || Timeevent | Absence | Attendance | | Absence guota || Aftendance guota

Document wiew lz‘
=]
Ferson ooEa1242 PATRICIA M CUSTER hdministrator Amber Justice
Period o01/01/2004 - 12/31/2004
12431/ 2004 | |aa:aa-aa:au| g.am |Hoh‘day Leave
Attendances
Days it (Time Hours Attt twpe
01/02/2004 0B 80-08: 00 8.00 | Attendance Hours Worked
0170572004 00:60-608: 00 §.00 | Attendance Hours Worked |
01706/ 2004 [0:60-68: 00 8.00 | Attendance Hours Worked
01/07/2004 0B 00-08: 00 8.00 | Attendance Hours Worked
01/08/2004 00:00-08: 00 8.00 | Attendance Hours Worked —
0170972004 00:60-05: 00 5.00 | Attendance Hours Worked
O1/12/2004 [0:60-68: 00 8.00 | Attendance Hours Worked
01413742004 0B 00-08: 00 8.00 | Attendance Hours Worked
0141542004 00:60-608: 600 §.00 | Attendance Hours Worked
o116/ 2004 Q0:60-68: 00 8.00 | Attendance Hours Worked
617420/ 2004 [0:60-04:30 4 B0 | Attendance Hours Worked
0142172004 0B 00-08: 00 8.00 | Attendance Hours Worked
0142242004 00:60-06: 600 6.00 | Attendance Hours Worked
B1/23/2004 [0:60-68: 00 8.00 | Attendance Hours Worked
o1 /2672004 Q0:600-08: 00 8.00 | Attendance Hours Worked
0142772004 0B 00-08: 00 8.00 | Attendance Hours Worked
O1/28/2004 00:60-608: 600 §.00 | Attendance Hours Worked
61/29/2004 [0:60-69: 60 9.00 | Attendance Hours Worked
0143072004 0B 80-07: 00 7.00 | Attendance Hours Worked
O2/02/2004 00:00-08: 00 8.00 | Attendance Hours Worked
0270372004 00:60-08: 00 §.00 | Attendance Hours Worked
o2/04/2004 [0:60-06: 00 6.00 | Attendance Hours Worked
p2/05/2004 0B 80-08: 00 8.00 | Attendance Hours Worked
O2/09/2004 00:60-68: 00 §.00 | Attendance Hours Worked
o210/ 2004 [0:60-68: 60 8.00 | Attendance Hours Worked =
[~]
d7

Attendances are listed next.
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& | & 144 4 p » bl| B || Timeevent | Absence | Attendance | | Absence guota || Aftendance guota

Document wiew lz‘
=]
Ferson ooEa1242 PATRICIA M CUSTER hdministrator Amber Justice
Period o01/01/2004 - 12/31/2004
127072004 02:00-08:00 6.00 | Attendance Hours Worked
1270872004 [0:60-68: 60 8.00 | Attendance Hours Worked
12/09/2004 [0:60-68: 00 8.00 | Attendance Hours Worked
1281072004 02:00-08:00 6.008 | Attendance Hours Worked
12713742004 00:60-68: 00 §.00 | Attendance Hours Worked
1271472004 [0 :60-66: 30 6.50 | Attendance Hours Worked
12/15/2004 00:600-08: 00 8.00 | Atendance Hours Worked
1241672004 0B 80-08: 00 8.00 | Attendance Hours Worked
12/17/2004 00:60-608: 00 §.00 | Attendance Hours Worked
1272072004 [0:60-68: 00 8.00 | Attendance Hours Worked
1242172004 0B 00-08: 00 8.00 | Attendance Hours Worked
1272242004 00:00-08: 00 8.00 | Attendance Hours Worked
1272712004 00:60-608: 00 §.00 | Attendance Hours Worked
12/28/2004 Q0:60-04: 00 4 .00 | Attendance Hours Worked
1242972004 0B 00-08: 00 8.00 | Attendance Hours Worked
1273042004 00:60-608: 600 §.00 | Attendance Hours Worked
bhsence guotas
Days Time Number Used Quota type
O6/ME/2801-12/31/9999 (00 00 458 . 50000 458 500080 |Sick Leave
BEf1E/2001-12/31/9999 (00 00 730, 75000 595. 00660 |Annual Leave
BEf1E/2001-12/31/9999 (0000 184 . 0EOOO 18400000 |Holiday Leave
O6/108/2801-12/31/9999 (00 00 0. BaaeEn 0.00000 |Catastrophic Leave
BEf10/2001-12/31/9999 (00 @8 32,0008 24.00008 (Employee Birthday
B4£11/2004-12731 /2004 356, 56000 B.00886 (Family Medical Leave | |
B7f03/2004-12/31/9999 2. 25000 2.25000 [Compensatory Time @ 1.5
[~]
d7

Earned Hours and Used Hours are listed last.
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